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! 1 .  This f i l e  contains  thc following documents ( include form numbers and t i t l e s ,  if any, 
and  f i l e  arrangement). 

huments re l a t ing  t o  fiaint&in.i.ng control records governing the adn6nistmtion and dispensing 
cf drugs to patient-clients in Georgia Department of Hul~n Resources Ins t i tu t ions  for all non- 
ccntrolled drugs and a l l  drugs listed in the cantrolled substance schedules of the Conprehensiw 
L - E  Abuse Prevention A c t  of 1970,  public Law 91-513, dated October 27,  1970 and the Georgia 
Cantrolled Substances A c t ,  Chapter 79A Amended, 1974, and any amendmnts t o  said sc$edules. 

Included but not limited t o  are various pharmcy records identifying name of substance, stmgti- 
of substance, dosage fom, date  dispensed, adequate ident i f icat ion of pat ient  and amount 
censured. 

(See Attached Sheet) 

F i les  are usually categorized i n  the follawing m e r ;  



I 

I 
I 
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20. Does t h e  record s e r i e s  provide data as input t o  an EDP f i l e ?  Som inst i tut ion [XI [ ] 
harmacies hare amputerized inventory, dispersal and receipt listing. 

21. % oes the  record s e r i e s  contain documentation produced as EDP pr intout?  S m  1x1 [ 1 
insti tution pharmcies have computerized inventory, dispersal and receipt l is t ing.  

s i t i o n  of these f i l e s ?  
22. Has the Federal Government issued ins t ruc t ions  governing t h e  retention/dispo- [ X ]  [ 1 

23. Will there  be a need f o r  these records 10, 15  years from now? I f  yes ,  what? [ 1 [XI 
..----__I- -.-I--- - - - - ~  
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24. REQUIREMENTS. The following requires the f i l e s  t o  be kept 2-5 __years: 

a. LdSTATE b. [ ]STATWE OF c. []AUDIT d. [dF'EDERAL e .  [?ADMINISTRATIVE f .  [ ]HISTORTCAL 
LAW LIMITATION PERIOD L A W  DECTSION VALUE: 

(Ci te  L a d ,  Statute ,  or  other reason for  t,he r c t t 'u t im  requiremcntl 

See Attached Sheet 

- [ ]FISCAL YEAR 

Î -__ _I___ __. - - ____ ___I_ - ____ - - - - . __ _-__ 
25. AGENCY RECOMENDATIONS. T h i s  agency recommends tha t  the f i l e  s e r i e s  be cut. o f f  a t  the end 

,then : of each 

Medical Prescription Fi les  

- [ ]CALENDAR YEAR - MGTHER 7- v ~ l e s  f r o m  -- instltUtlon __ to 

- Cut-off f i le  at the end of the calendar or fiscal year; 

msti tut ion . 
hold in pharmacy for  2 years; then destroy. 

P b m c y  Inventory, Distribution - Cut-off file a t  the end of the calendar or fiscal pa; 
and Receipt F i l e s  

Pharmacy Drug Reference Files 

Poism Dispersal Log ( i f  
applicable) 

hold i n  phanmcy for 2 years; then destroy. 

- Destroy when no longer needed for  reference. 

- Cut-off file at the end of the calendar or f i s ca l  year; 
hold i n  pharmacy for 5 years; then destroy. 


